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Aruitoxt provided by Eic:

' FOREWORD

This module 1s one of a senes of 127 performance-based teacher
educaton (PBTE) leaming packages focusing upon specific pro-
fessional competencies of vocational teachers. The competencies
upon which these modules are based were identified and verified
through research as being important to successful vocational
teaching at both the secondary and postsecondary levels of in-

struction. The modules are suitable for the preparation of teachers ~

and other occupational trainers inall occupational areas.

Each module provides learning e;penences that integrate theory
and application; each culminates with criterion-referenced as-
sessment af the teacher's (instructor’s, trainer’s) performance of
the specitied competency. The materials are designed for use by
teachers-in-training working individually or in groups under the
direction and with the assistance of teacher educators or others
acting as resource persons. Resource persons should ba skilled in
the teacher competencies being developed and should be thor- °
oughly oriented to PBTE concepts and procedures before using
these matenals.

The design of the matenals provides considerable flexibiljty for
planning and conducting performance-based tralning programs
for preservice and insetvice teachers, as well as busindss-indus-
try-labor trainers, to meet a wide variety of individual needs and
interests. The materials are intended for use by universities and
colleges, siate departments of education, postsecondary institu-
tions, local education agencies, and others responsible for the
professional development of vocational teachers and other occu-
pational trainers.

The PBTE cumculum packages in Categones A - J are products
of a sustained research and development effort by the National
Canter's Program for Professional Development for Vocational
Education Many individudls, institutions, and agencies participat-
ed with the National Center and have made contributions to the
systematic development, testing, revision, andrefinement of these
very significant training matenals. Calvin J Cotrell directed the
vocational teacher competency research study upon which these
modules are based and also directed the curriculum development
effort from 1971 - 1972. Curtis R. Finch provided leadership for
the program from 1972 1974. Over 40 teacher educators pro-
vided input 1n development of initial versions of the modules; over

P
Early versions of the matenals were developed by the National
Center 10 cooperation with the vocational teacher education facul-
ties at Oregon State University and at the University of Missoun -
Columbia. Preliminary testing of the matenals was ceqducted at
Oregon State University, Temple University, and the University of
Missoun - Columpbia. . .

Following preliminary testing, major rewision of ali matenals was
performed by National Center staff, with the assistance of numer-
ous consultants and visiting scholars from throughout the country

Advanced testing of the matenals was camed out with assistance
of the vocational teacher educators and students of Central Wash-
ington State College, Colorado State University, Fems State Col-
lege, Michigan, Flonda State University, Holland College, P.E.L.,
Canada, Oklahoma State University, Rutgers University, New Jer-
sey, State University College at Buffalo, New York, Temple
University, Pennsylvania, University of Anzona, Univgrsity of
Michigan-Fiint, University of Minnesota-Twin Cities, University
of Nebraska-Lincoln; University of Northem Colorado; Univer-
sity of Pittsburgh, Pennsylvania, University of Tennessee, Uni-
versity of Vermont, and Utah State University. A

The first published edition of the modules found widespread use
nationwide and 1n many other countnes of the world. User feed-
back from such extensive use, as well as the passage of time,
called for the’updating of the content, resources, and illustrations

of the onginal matenals. Furthermore, three new categones (K-M) ,

have been added to the senes, covenng the areas of serving
students with special/exceptional needs, improving students’
basic and, personal skills, and implementing competency-based
education. This addition required the articulation of content among
the onginal modules and those of the new categories.

Recognition 1s extended to the following individuals for their roles
in the revision of the onginal matenals. Lois G. Harmngton, Cath-
erne C. King-Fitch and Michael E. Wonagott, Program Associ-
ates, for revision of content and resources, Cheryl M Lowry,
Research Specialist, for illustration spectfications, and Barbara
Shea for art work. Spectal recognition is’extended to George W.
Smith Jr., Art Director at AAVIM, for supervision of the module
production process

2,000 teachers and 300 resource persons in 20 universties, col- . Robert E. Taylor
leges, and postsecondary insttutions used the matenals and Executive Diréctor
provided feedback to the National Center for revisions and P The National Center for Research in
refinement. : * v ’ Vocational Education
N
AMERICAN ASSOCIATION
THE NATIONAL CENTER JoW-Y FOR VOCATIONAL :
FOR RESEARCH IN YOCATIONAL EDUCATION \W/[¥V.] INSTRUCTIONAL MATERIALS
S RV A S B s oveo 4320 ' «University of Georgia
e " e 120 Driftmier Engineenng Center

The National Center for Reggarch in Vocational Education’s rmis-

sion is to increase the abilty of diverse agencies, institutions, and

o solve edycational problems relating {0 indvidual

career planning, preparation, and progression. The Natiopal Center
fulfills ts mission by:

» Generating knowledge through research, «

» Developing educatidnal programs and products.

¢ Evaluating individual program needs and outcormes.
 Providing information for national planning and pohcy.

¢ installing educational rams and products.

¢ Operating informati lems and services.

¢ Conducting leadership development ag traning programs,
%

£

*  Athens, GA 30602, L.

The Amencan Association for Vocational instructional Materials
(AAVIM) 1s a nonprofit national institute.

The mnstitute is a cooperative effort of universities, colleges and
divisions of vocational and technical education in the United States
and Canada to provide for excetience in instructional materials

Direction is given by a representative from each of the states,
provinces and territories. AAVIM also works closety with teacher
organizations, govemment agencies and industry.
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INTRODUCTION-

Durnng the early days of education in the United

. States, local school systems were small. Nearly all

members of a community were involved in the oper-

ation of their schools, and education was the concem
of everyone.

" Today, there are vastly increased and extended
local educational offerings when compared to the
past. Educational systems ofter many diverse pro-
gramsto serve the needs of a wide variety of different
groups. Education i1s still the concem of everyone,
. but only a imited number of.people are now able
to become directly involved with the operation
of the local educational institutions. Communication
gaps often develop between parents, employers,
. employees, and the educators. ,

An advisory- committee. provides the vocatior;al-
technical instructor with one of the best means avail-

and workers. The students, the teacher, the school,
and the community all stand to benefit from the
activities of properly organized and operated ad-

- visory committees. The importance and value of an

advisory committee is perhaps best reflected in

_statements such as “| don'tknow how | ever got along

without one” and “I didn't know they could be so
helpful” that are often made by teachers after therr
first experience with such a committee.

This module focuses upon the type of advisory

.committee most closely associated with the voca-

tional teacher and the problems and concems
experienced at the classroom level. These advisory
groups are usually referred te as occupational, craft,
or trade committees or councils. The term occypa-
tional advisory committee is used in this module.

As a vocational-technical imstructor, you may need

able for preventing the development of information . flo assess the procedures that were followed in

gaps and, where gaps have already developed, an
. excellent method of reducing or eliminating them.

This 1s true whether the teacher is working at the

secondary or postsecondary level. . 0

An advisory committee involves citizens in the
operation of their school—an involvement that can
esult in meaningful two-way communication be-
tween educators and concemed parents, employers,

.

organizing an existing committee and then to reorga-
nize the committee, if necessary. Or, you may needto
form a committee where none presently exists. In
either case, this module is designed to give you the
information and skills you will need to ensure the
creation of a properly organized occupational ad-
visory committee.




Aruitoxt provided by Eic:
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ABOUT THIS MODULE

Objectives.

Terminal Objective: While working in an actual teaching
tuation,. organize- an occupational-advisory committee!
ur-performarce will be assessed by your.resource per-
son; using:the Teachet Performarice ASsessment Form,

Enabling Objectives:

1. After completing the required reading, demdnstrate
knowledgp of the procedures for organizing an occupa-
tional advisory committee (Learnming Experience ).

2. Given 'several case situations involving typical voca-
tional-technical program settings, assess each situation
and indicate the steps that should be taken in organizing
or reorganizing an occupatignal advisory committee
(Learning Experienc'? .

P9:35-38 (Lgaming Experionco i)

-~ M )

Resources - .

A list of the outside resources that supplement those con-
tained within the'module follows. Check with your resource
person (1) to determine the @vailability and the location of
these resources, (2) to locate additional references in your
occupational specialty, and (3) to get assistance in setting
up activities with peers or observations of skilled teachers,
if necessary. Your resource person may also be contacted
if you have any difficulty with directions or in assessingryour
progress at any tisme.

Learning Experience |
Optional
Reference: Cochran, Leslie H.; Phelps, L. Allen; and
Cochran,¥Linda Letwh. Advisory Committees in Ac-
tion: An Educational/Occupational/ Community Part-
nership. Boston, MA: Allyn & Bacon, 1980.

Refe \Riendeau, Albett J. Advisory Committees
for OccupaBQnal Education: A Guide to Organization
and Operation. New York, NY:'McGraw-Hill Book
Company, 1977. ° . '

A vocatiohal instructor, administrator, and/or advisory
committee member knowledgeable about procedures
followed in organizing an occupational advisory com-
mittee with whom you can consult.

® 5

Learning Experience il
Required {
Peers to work with you in discussing and assess}ng
case situations (required only If you select this alter-

hate activity). . 4 .
* Learning Experience lli !
Required N ‘

An actual teaching situation inwhich you can organize
an occupational advisory committee. -

A resource person to assess your competency in or-
ganizinglan occupational ad;gory commuttee.

\ ‘Geheral Information -

For information about the general orgarization of each
performance-based teacher education (PBTE) module,
general procedures for its use, and terminology that is
common to all the modules, see About Using the National
Center's PBTE Modules on the inside back cover. For more
in-depth information on how to use the modules in teacher/ l

» trainer education programs, you may wish to refer to three’
related documents:

The Student Guide to Using Performance-Based Teacher
Education Materials 1s designed to help onent preservice and
inservice teachers and occupational trainers to PBTE in gen-
eral and to the PBTE matenals.

The Resource Person Guide to Using Perforpance-Based
Teacher Education Materials can help prospective resource
persons to gulde and assist preservice and inservige teach- ,
ers and occupational trainers in the development < profes-‘
sional teaching competencies through use of the PBTE mod-
ules. It also includes lists of all the module competencies, as
well as a listing of the supplementary resources and the
addresses where they can be obtained.

The Guide to the Implementation of Performance-Based
Teacher Education 1s designed to help those who will ad-
ministersthe PBIE program. It contains answers to imple-
mentation questions, possible solutions to problems, and
alternative courses of action,

‘ -
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Learning Experience |

OVERVIEW

4

Enabling

4 :Objective

' i Activity ‘
/ Optional
\Actmty

7~ A

1. I Optional ‘

<Activity

~’

¢

After completing the required reading, demonstrate knowledge of the
procedure{s\ for organizing an occupation/a&:avisory committee.

L} +
. «

You will.bé reading the information sheet, Organizing‘an Occupational Advi-
sory Cemmittee, pp. 6-22.

e

\

You may wish to read one or both of the following supplementary references:
Cochran et al., Advisory Committees in Action: An Educational/Occupation-
al/Communlty Partnership; and/or Riendeau, Advisory Committees for Oc-
cupational Education: A Guide to Organization and Qperation. ’

~ < *
You may wish to interview a vocational instructor, administrator, and/or advi-

sory committee member to determine the procedures followed in organizmg
an occupational advnsory committee.

v

t ) 4

You will be demonstratlng knowledge of the procedures for organizing an

‘occupational advisouy committee by completing the Self-Check, pp. 23-24.
L J

. o , /

{

Feedback You will be evaluating you'r competency by comparing your completed Self-
ac Check with the Model Answers p. 25. .
5 - . .
( -
K
- . ’
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.The occupational advisory committee is an invaluable tool for maintaining a. '

Activity high-quality, up-fo-date, relevant occupational program. For information on
the various types of advisory committees and on the rationale for, benefits and
1 functions of, and steps in organizing an ogcupational advisory committee, read

the following information sheet.

4

A

-ADVISORY COMMITTEE

An occupational advisory committee provides the -

public with an added assurance that community in-
terests in education are being protected. The ad-
visory committee serves as an organized base for
two-way communication between the teacher and
representatives from the community. This continuing
forum allows the teacher and advisory committee
members to discuss their mutual interests and con-
cems regarding the instructional program. Thus, the
community will be better able to ensure that thb stu-

. dents in their secondary and postsecondary schools

will be equal torthe challenges and opportunities
facing tomorrow’s adults. )

A school board or board of trustees, with its limited
personnel, does not ha,ve the time to conduct con-
tinual and in-depth studies of all aspects of the school
system or institution. An occupational advisory com-
mittee can assist the board by providing information
regarding the instructional program. The advisory
committee can help ensure that the limited commup-
ity and school resources are used in the most effec-
tive and efficient manner possible. It can help guaran-
tee that current business and industrial practices and
procedures are-taught rather than outdated ones.

The major efforts of a properly organized and oper-
ated occupational advisory committee generally are
and should be focused upon benefiting the students.
It should be evident,” however, that the teacher,
school, community, businesses, industries, agen-
cies, and the advisory committee members them-
selves will also benefit from the strengthening of the
instructional program., (

The students will bénefit from having adequate
educational options available to them. Their educa-
tional programs will be more relevant and enriched
because of the inputs from the advisory committee.
Services to students can be expanded as the ad-
visory committee assists with t:n;fommunity-based
phase of the instructional program® And students can
receive recognition from the advisory committee for
outstanding leaming performance.

The teacher will benefitfrom advice regarding new

technology and its impact on the occupation. Ad- -

\ORGANIZING AN OCCUPATIONAL

CARPENTRY
, ADVISaRY CoMMITTEE

visory committee members often areable to provide
assistance in obtaining equipment and instructional
supplies. They can also serve as resource persons.
(subject matfer experts), assist with field trips, help
keep the public informed, and assist the teacher in
numerqus other ways. °

Berniefits to the school and community result from
the two-way communication between educators and
citizens. The advisory committee serves as an im-
portant forum for discussing school-community con-»
cerns. Because of advisory commitigg activities, the
community is more likely to recognizé that the schodl
is attempting to fulfill the educational needs of the
community.

Businesses, industries, and agencies in the
community are potential employers of the graduates
of the instructional program. These groups benefit by
being involved in the development of relevant cur-

rigula. Through their participation, they can ensure ~

vy

that program standards are realistic and in line with
current practice on the job.

[ 4
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The benefits to the advisoty committee mem-
bers should not be overlooked. The leadership abili-
ttes of individual members may be developed
through committee participation. Members provide a

service to the youth and adults of the community -

Types 6f Committees/Coimcils

S '

»

through involvement in the operation of their schools.

And, members can and should receive récognition

from their, fellow citizens for service provided to the

community.
?

1

* Occupational advisory committees are only one

of several types of advisory committees/councils.

Under federal legislation (Education Amendmients of

1976), vocational education advisory councils are

required at the local, state, and national levels.
”

Natoil! ~ Program Coniniees
National Advizory
Qowc'(l

State: Committees
s'gﬁm’«sovy Councils
Loedl:  Occupatonal Commitfees
wentsl Commitiees
Voe E4 Muégls
A Poe Commitiees

Local Level

The Vocational Education Agnendments of 1976
state that— ;

T TN O s A e ARSI
5 i
' 5

by 2 sS/stance:

¥ £ SR ”L»,'_‘ ey - e
Because of this legislation and because of the recog
nized value of advisory committees/councils, sec-
ondary and postsecondary institutions have orga-
nized several types of focal advisory eommittees/
councils, as follows: .

Occupation“al (craft, trade) committees. These
committees Aadvise the instructor at the classroom

L2 .
K M ", 5, 1
% b N

level on instrucfional matters for a specific occupa-
tion, craft, ortrade (e.g., agricultural mechanics, child
care, or electronics). )

v

A school may elect to establish the occupational
advisory committee as a working subcommittee of a
larger departmental (or program) advisory commit-
tee. If so, the occupational advisory subcommittee

functions at the discretion of the larger committee,

under the rules and procedures of the larger commit-
tee. (It is recommended that any departmental com-
mittee be organized following the general sugges-
tions outlined in this module.)

Departmental (program) committees. These
committees advise the department chairperson re-
garding the coordination of the occupational offerings
in a large department. They may serve more than
one school in a secondary school system. In small
school districts, they may serve the same functions
as an occupational committee (e.g., agriculture,
health, or distributive ed‘ucation). .

Vocational education councils. Required at the
secondary level by federal legislation, these councils .
are formed to advise the vocational director, the
school principal, and/or superintendent on matters
pertaining to the total vocational education program \
of the school system.

Ad hoc committees. These commitiees are
organized to accomplish a specific purpose and

are dissolved when the objective has been accom-

plished. Ad hoc committees may be sponsored by a
school or two-year college, or they may be organized .
by citizens and have no official relationship with the
school. ~

State Level -

Occupational advisory committees/councils also
operate at the state and national levels. Two councils
.(one at each level) are mandated by federal legisla-

tion, while other councils may be organized at the
discretion of the states or professiohal education
organizations. One or more of the following commit-
tees/councils will be found at the state level.

Program committees. These committeesysually
represent a related cluster of occupations. They ad-

- vise the state department of education supervisory

staff regarding the vocational program on a statewide
basis.




L

_ particular progr

-State vocational education advisory councils.
Federal vocational education legislation mandates
that each state have one of these councils. Member-
ship is specified by law to represent various sectors
of society, and members are appointed by the gover-
nor of the state. This council advisegthe state board
of vocational education and the state director of
vocational education on policy matters concerning
statewide programs. ‘

National Level

Committees that may be found operating at the
national level include the following™*

Program committees. These committees are
usually organized'by a professional vocational edu-

Functions

3

cation organization such as the American Vocational
Association. They are concerned with the mainte-
nance and extension of programs on a national basis
and advise the profession through the professional
organization.

National advisory council for vocational.edu-
cation. This council is mandated by federal voca-
tionat education legislation and is linked to the state
advisory councils for vogational education. Member-
ship is specified by, law to represent specific seg-
ments of society, and members are appointed by the
President of the United States. The national council
advises the President, Congress, and the U.S. De-
partment of Education regarding vocational educa-
tion on a nationwide basis.

R '

To enable an occupational advisory Comniittee to
function properly, the relationship of the committee to
the board of education or the board of trustees must
be clearly defined. Either board may identify a group
of citizens from which it will solicit information and

. assistance. When this group of citizens is identified

as an occupational advisory committee and is
authorized and appointed by the board, it becomes a
legal committee.

However, the committee’s role is purely advisory—
not administrative or policy making. The copmittee’s
function is to advise and assist the board on matters
pertaining to the instructional program, not to direct
the program. It must always be remembered that the
board is the only legal and lawful agent responsible
for policy decisions and administration of the school
system or postsecondary institution.

The occupational advisory committee is usually a -

continuing committee, organized in such a manner
that it will continue to operate when there is a change
of teachers. Thus, the committee is truly a committee
of the school system or institution and community
rather than a teacher's committee. )

The activities of most successful advisory com-
mittees are centered around the functions of occupa-
tional/community surveys, coursé content advise-
ment, student glacement, community public rela-
tions, equipﬂ\ent and facilities, program staffing, pro-
gram review, and community resources. Each of
these eight functions, as well as related activities with
which advisory committees might aid you, is dis-
cussed under the appropriate heading below.

1N .
Community éurveys
A solid rationale for why a school"should offer a

and what should be included in
the program is esSential for the successful establish-

ment of the program. Advisory committees canplay a
major role_in the planning and analysis of surveys
that attempt to define program needs. The actual _
survey is usually conducted by vocational educa- *
tion personnel with the support of the advisory com-
mittee.

A major focus of a community survey is on ques-
tions relating to the job market, especially in deter-
mining the short- ‘and long-term human resource
needs in relevant labor markets. When discussing
the community survey design, the advisory commit-
tee should first attempt to identify the major questions
to be answered. These questions should aid in mak-
ing decisions for establishing, updating, expanding,
or discontinuing the program. Surveys are generally
designed to obtain the following kinds of information.,

+ Number of people in a geographic area current-

ly employed in a given occupation, number cur-
rently needed, and projected number for a set
number of years (usually five years)

¢ Occupationsin greatest demand

» Jobs within an occupation for which training is
needed

« Interest of young people and adults in training
for selected occupations

* Need for supplemental training for people
already employed

¢ Number of graduates from school occupational
programs who might be accepted for employ-
ment in a community '

e New areas in which training should be de-
veloped

¢ Recommendations’on the vocational programs
to be expanded, discontinued, or established

When the advisory committee meets to review
and discuss the data from the survey, several topics
need to be ghoroughﬁ/ discussed. First, what general

J
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trends are noticeable in theadata? Second,. do the

. data provide accurate and adequate information for

making the necessary decisions? Third, how can the
data be presented so they are readily and factually
interpretable? The interpretation and summarization
of survey results are important isory committee
activities.

Althohgh projected occupatidpal, demand is a
major consideration for establishin ograms, it
is not the only consideration. A community survey
usually contains additional factors, such as student
abilities, community financial resources, population

trends, and attitudes of parents toward the proposed’

program, which may be considered essential. The
community survey focuses on questions addressed
to students, parents, and business people. Informa-
tion from these sources complements human re-
source information and provides comprehensive in-
formation for all parties served by the educational

program.

Course Content Advisement

Providing advice on course content is another
of the eight recognized functions of occupational
advisory committees. The primary concemn of the
advisory committee in this area is the establishment
of practices that will keep instruction practical and
relevant..All phases of training should be reviewed
periodically in order to keep the program occupatson-
ally oriented and up to date

The advisory committee can engage in identifying
occupational competencies, developing goal state-
ments for the program, and reviewing the perfor-
mance objéectives of the program. Each of these ac-
tivities centers around ensuring the technical rele-
vancy of instruction. The advisory committee can
also offer advice concerning the relevance of course
content to students. For example, does the course
content provide the student with entry-level job skill?
Doesit provide an adequate basis for further educa-
tion?

In giving advice- concerning course content,

the advisory committee may exdmine the following
areas: :

(. 1pENTIFY!

STMEMENTS

5 REVEWING PERFORMANCE
OWECﬂ\/Eé

.

. |dentification of the competencies to be included
in the occupational program or the validation of
competencies denved from occupatnonal analy
sis procedures
Occupational information included in the course
Employability skills such as interviewing skills

sincluded in the course : '

o Emphasis given to human relations skills

Provisions tor disadvantagedd or handicapped

students :

+ Relationship of coutse content to other courses

inthe curriculum

* Level of skill development

¢ Inclusion of information on further education

o Emphasis given to developing respect for tools/

equipment/facilities

o Evaluation of the students’ experience in the
course

The type of atlvice concerning course content pro-
vided by the committeeor requested by the teacher
should reflect the goals of the program. If the pro-
gram goals are designed to provide for the total edu-
cation of the student, the advisory committee can
provide valuable input for developing a program to
meet all the students’ needs.

Student Placement

In a society where accountability in education has
become mcreasmgly important, studentplacement is
frequently used as one measure of the success of the
vocatignal program. There are a number of activities
through-which advisory committees can assist in
placing students. These include the following:

» Organizing employer/student conferences

« Notifying teachers or the school placement of-
fice of job openings

» Reviewing student follow-up studies

» Coordinating placement services with the state
employment service and vocational rehablllta-
tion service

» Employing co-op students and graduates

Community Public Relations

The public relations, function of an advisory com-
mittee involves its assistance in keepmg lines of com-
munication open between your program and the
community. The committee can help develop com-
munity awareness, as well as stimulating the interest
of other individuals in vocational education.

Some possible methods of effectively using the
advisory committee in public relations include the
following:
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+ Developing community awareness of the voca-~

tional facility and its equipment through an open
house

¢ Having members of the advisory committee and
vocational education personnel speak to civic
and service clubs in the community

* Developing a format fo promote vocational pro-

.grams throughhe newspaper, radlo television,

and other medla

o Establishing an awards| program for outstanding
stgdents ) .

« Providing input at board meetings
« Planning participation in public funding activmes

* Providing feedback to special populations in the
local community such as the disadvantaged,
handicapped, and minorities

Each of these is a critical activity that may have a
significant impact on the way in which individuals in
the community evaluate the quality of the vocational
program.

Equipment and Facilities

A continuing problem in vocational education has
been the obsolescence of equipment and facilities.
Through the leadership and the team efforts of voca-
tional personnel and advisory committee members,
high-quality equipment and facilities can usually be
secured.

One of the most important functions of an advisory
committee is its recommendations regarding equip-
ment and facilities needed to provide students with
the optimum leaming environment. The best possi-
ble solution needs to be found to fully use the com-
munity and school resources.

The advisory committee can be involved with this
important function in the following ways:

+ Reviewing present equipment and facilities

¢ Surveying equupment currengly in use by in-

dustry

Analyznngaprojected industnal trends in regard to
equipment utilization

. Suggesting replacement of equipment

e Advising on bidding procedures

« Seeking equipment donations .

Program Staffing

The adminisjrative function of hiring qualified in-
structional staff can Qe supported in several areas by
an effective advisory commuttee. Ot course, all final
decisions concerning recruitment policies, criteria for

- hiring, and the final selection of an individual still rest

with the recognized administrative official.

The advisory committee can engage in the follow-
ing types of program staffing activities:

o Review teacher selection critena—ltems
such as the quality and quantity of expenence,
educational requirements, teaching certfica-
tion, references, and the comphance of cnteria
with recruutment or hiring practices are appropn-
ate.

+ Suggest recruitmen_t policy—Considerations
mightinvolve compliance with local contract, the
availability of placement agencies, the services
of placement agencies, and ethics relating to
recruitment policies.

+ Recommend number and level of staff—This
would be an especially important function for an
advisory committee working with a new program
or new vocational school.

+ Review teaching applicants and recommend
potential candidates—The advisory commit-
tee should only be Involved in this functionto the
degree requested by the administration.

el
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Program Review

Program review is a critical function of an advisory
committee. It is not the responsibility of an advisory

committee to handle the complete evaluation of an

educational profram, butthe committee's review can
be a valuable aid in your program evaluations. Some-

Jimes program review is the only function of an ad-

visory commitiee. However, most people view it as
an umbrella function, which takes in several other
committee functions such as course content advise-
ment and public relations.

Specific program review activities may include the
following:

¢ Evaluating student performance

+ Comparing program accomplishments with pro-

_ gram objectives
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« Making periodic reports to the administration or
board ' :

« Formulating recommendations for progsam im-
provement

Before the committee undertakes a prog?am re-
view, It should be told how the program review effort
relates to other program evaluation efforts. Second,
the committee needs to review all current and past
documents relating to program evaluation, especially
previously written local reports. Third, program goals
must be exactly identified, if they are not already
written down in an acceptable form. Fourth, a data-
collection instrument that focuses on the specific
questions being addressed may need to be de-
veloped. This may not be necessary if the data for
answering the questions are already available in a
report or can be obtained by interviewing selected
people,

From this point, thé*committee may go through a
series of subprocesses such as drafting a tentative
report, reviewing the report, farmulating a final report,
and approving the final report. The writing of specific
sections may be handled by a subcommittee of sev-
eral members, with the rewrite and editing being
handled by one person. The final draft is usually
approved and signed by the advisory committee-
chairperson and members. The final step involves
presenting it to the official policy- or decision-making
body or person to whom it is addressed. The chair-
person or members of the advisory committee should
be available to present and discuss the content to the
groups reviewing the paper. -

L4

Steps in Organizing

4

Community Resources

Most advisory committees attempt to identify com-
munity resources and to make them available in sup-
port of the vocational program. The advisory commit-
tee itself should be considered a- community re-
source because of its assistance in providing course
content advisement, reviewing the.program, and so
forth.

There are several funétions advisory committees -

typically undertake in this area. Examples pf these
functions include the following activities:

+ Provide input for field trips—Field tnps for
both Students and educators can be arranged
through advisory committee contacts. Open.
discussion of the purpose of field trips illustrates
how students, teachers, and business all can
benefitin some way. '

+ Recommend potential co-ap or work experi-
ence stations—Depending on the purposes of
the program, work experience may be arranged

_ for a day, a week, or a semester. Many indus-
tries will-sponsor work experience programs for
feachers. ]

« ldentify personnel from business or industry
—The committee can identify persons who can
provide in-school instruction and counseling on
a variety of subjects and current practices.

These activities have proven to be highly benefi- -

cial to students in group or individual sessions.

« Assist in obtaining instructional materials—
The committee can help identify and obtain ma-
terials used in industry and company training
programs. Often teachers are invited to indus-
trial training programs or seminars through -ad-
vispry committee meetings.

£

Eftective occupational advisory committees are a
result of carefully planned and implemented organi-
zational procedures. A series of basic steps for or-
ganizing an advisory committee has been identified
through research. By following these steps, you are
most likely to ensure that an effective advisory com-
mittee will be established. Although modifications of
these steps may be necessary in a given eommunity,
the basic procedures are as follows. ~

Assess the Present Situation :

Before attempting to organize an advisory commit-
tee, you first must identify the chain of command in
the school system or institution. You don’t want to
make the mistake of bypassing a person In the ad-
ministrative hierarchy. Also, the procedug§ to follow

TR, et g
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_ committees exist in the school,

when submitting a request to the board need to be
determined-and adheredto. .

Talk with school administrators, other teachers,
and members of the community to discover the his-
tory and status of advisory committees 'In the school
system or institution. Determine the attitudes of
administrators and‘board members toward advisory

committees. It it appears that a favorable atttude,

exists, therd should be little difficulty in orgarizing an
occupational advisory committee.

If a negative attitude is |dent|f|ed, move forward
slowly. Do not immediately ask permission to orga-
nize an advisory committee; the answer may be a
firm na. It may be.appropnate to start with an informal

. consulting committee—a group of citizens who meet

with you to assess the instructional program and
provide assistance in keeping it up to date.

‘If an pccupational advisory committee already
exists, find out how it was organized and whatit.has
accompllshed By so doing, you may identify defi-
ciencies in the procedures followed when the com-
mittee was originally organized. These deficiencies
may need to be corrected. to strengthen the com-
mittee.

If it appears that no octupational advisory commuit-
tee exists) determine if a committee has ever been
in existence. Sometimes advisofy committees that
were pot organized properly just fade away. If it is
determined that an inactive advisory committee does
exist, steps may be taken to revive the committee, or
it may be dissolved and a new committee organized:

Finally, determine what other educatiohal advisory
community, and
state. These commiftees may be able to provide
assistance with the organization of the new cormmit-
teeorthe reorgau%t‘jgn of a dormant commiittee.

Prepare to Organize the Committee -

Be sure to inforrt the administrator (e.g., princi- .

pal, president, director of occupational education,
department.chairperson, dean) that consideration is
beifig given to the possibility of organizing &n occu-
ional advisory committee. Don't let the ‘adminis-
trétor be the last person to kpow what is happening; it
could be very embarrassing and detrimental to your
efforts.

Then prepare (1) a written statement of the ra-
tionale (reason) for having the advisory committee in
the school syster or institution and (2) written state-

)

ments describing the purposes of the proposed ad-
visory committee and the procedures to be followed
in organizing the committee. The statement of jur-
poses may bg,written in the form of a chaner}nd
can be de‘sngned to serve as a proposed resolution
whereby the board will authorize the establishmentof
the occupational advisory committee. An example of
the kinds of statements to_be developed is shown in
sample 1, which is from an advisory committee hand-
book developed by a community college. ’

At this point, you and the ad oplmstrators must de-,
cide whether it would be best t¢ involve a small group .
of citizens and schboleffncnalq’ The purpose of involv-
ing this type of group is to discuss the ways in which
an advisory committge may help improve the voca-
tional program and relationships between the school
and comm A strategy tobe considered in form-
ingan adv{zg:%Qmmee should also be discussed.
The meeting should result in the formation of a small
group of people who have been given the task of
developing a statement of purposes and a-statement
describing the procedures to be used in organizing
the advisory committee.

Obtain Permission to Organize

‘The board is the administrative unit that should
authorize the organization of an advisory committee.
Before they take an action such as this, the members
will want to know why an advisory committee should
be established, the framework in which the commut-
tee will operate, and how the committee will be or-
ganized. The statements of rationale, purposes, and
procedures should have been prepared in order to
answer thése questions.

You should submit a written request to the board
asking for authorization to organize the occupational
advusory committee. The request should be submit-
ted througR official administrative channels and be
accompanied by the statements of rationale, pur-
poses, and organizational procedures. You should
indicate a willingness to appear before them to ex-
plain the request.

Usually, upon the recommendation of the adminis-

tration, the board will appreve a resolution that es-

tablishes the occupational advisory committee and
the procedures for organizing the committee. Often,
the resolution takes its form from the statement of
purposes and becomes the charter under which the
advisory committee will operate.

»
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SAMPLE 1

OCCUPATIONAL EDUCATION ADVISORY
COMMITTEE STRUCTURE

L3

THE ROLE OF ADVISORY, COMMITTEES AT
_ SEMINOLE COMMUNITY COLLEGE
SEMINOLE, FLORIDA

Program's of occupational education are an integral f)a—rt ofour oorﬁmunity and must reflect a general
understanding of overall community need for a broad range of diverse industry and businesS needs.

To address these needs, occupational edtication at Seminole Community College maintains a
General Occupational Education Advisory Committee: The general advisory committee assists in the
development and maintenance of the entire occupational education program. The committee’s mem-
bership is diverse and drawn from across the occupational spectrum of interested and concerned
business persons andresidents. ~ ’

The general advisory committee members are called upon to do the following:

Identify training needs of individuals and the community '

. Help assess fibor market requirements

Contribute to the establishment and mai_ntenanoﬁ%alistic and practical occupational programs
Participate in developing community understanding and support for occupational education
programs

5. Build the prestige of and respect for the entire occupational education program
-t 6. Aqvise the director regarding long-range occupational education program planning

The general advisory committee makes overall program recommendations to the director of occupa-
tional education. y .

On the other hand, program advisory committees are concemed Wwith the obiect';vés, goals,
strategies, implementation, and evaluation of a specific-occupation such as autofotive mechanics,
ornamental horticulture, small businesg management.

Members are usually employées, employers, and managers of businesses that expect to employ
graduates of the program. N .

These individuals delve more intensely into curriculum content and program competencies than does
the generdl advisory committee. The program advisory committees make program content and evalua-

»OP

-

tion recommendations to the division chairperson. '
Functions of Advisory Committees N _

e duties of advisory committees extend beyond giving advice and making recommendations, but
the rr]embars have neither policy nor administrative authority. .

set of guidelines will ensure that administrative and legislative boundaries are not ciossed. However,
guidelines should not be too definitive and final. It is more reasonable to develop some -lexible
guidelines; however, the fact that'the guidelines themselves are not meant to be an inflexibie blueprint
should be underscored. '

First, advisory committees should advise the identified administratoron the types of offerings required
to$atisfy the job demands of the various area businesses and industries. The educational requirement
may be for preparatory, retraining, upgrading, cross-training, or advancement training of the college’s
service area residents. To effectively accomplish this task, much more input data are required than what
can be drawn from the experience and background of the committee members. An occupational needs
survey can supplement this knowledge.

%rmaﬁan of advisory committees isnotintended to usurp the administrative authority. A well-defined

Select information represented herein is paraphrased from “The Advisory Committee and Vocational Education,” Amencan Vocational Asso-

A
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To facilitate a survey, comn{ittee members can focus survey directions by helping to identify the ty})e
of datato be gathered. They also ¢can help in gaining public support and can contribute to a climate that
wogld result in favorable commurtity reaction. ’

- Second, advisory committees should be involved in the establishment of practices that will assure
that instruction is practical and functional. In order to assure that programs are realistic, committees
should assume an active part in reviewing and evalfuating course content and tompetencies since

members are chosen for their essentialvand specialized knowledge of the specified occupational area. -

The committee can help determine whether or notthe program or programs are compatible with real-life
situations. . .

The advisement conceming program realism will, of course, be noted by employer‘s and prospective
employers. When these employers realize that programs have been guided from their inception by

viable occupational advisary committees, they will be more wjlling to accept the program graduates as

prospective employées.

\1_'hird,'advisory committees are invaluable gs they support educators in the important area of
legislation and appropriations. . :

Membership -

Officially, committee membership shouldbe made up of laypersons only; arepresentative, instructor,
chairperson, or director should meet with the groups and act as a liaison belween the college and

committee. \

Members of an advisory committee should be chosen by the college in consultation with the lay
groups to be served. This joint effort is necessary because the members must have the confidence of
both. ’

Final approval of advisory committee members rests with the board of trustees, and the invitation to.

prospective members,should come from the president. .

At least three e tial points should be considered when qualifications of individual members are .
considered: . . ‘

o Experience and enthusiasm 4

» Reputation within the communify
» Availability of time . X
Organizational groups such as unions or trade groups may be asked to select an individual to

represent their group. Minority and disadvantaged groups must be considered and included to ensure
total community involvement and commitment. .

The size of the committee is. normally influenced by outside factors such as the size of the program,

size of the community, diversity of job classjfications, and so on. However, the general advisory
* committee serving the entire occupational educational grea may functign more effectively and éxpedi-
tiously with 12-15 members. More specifically directed program mittees normally have fewer
members. Here agaln, the program need should dictate membership, not tradition.

Operation

It is not possible to formulate a common set of policies and procedures for the operation of advisory
committees..However, some generalizations can be made about the different methods presently.being
used. . .

‘ . . S .

The various levels of committees will function best if the selection of a formal or informal organization
is suggested by the community or program situation. A formal structure has certain advantages
because its policies and procedures can clarify purposes and create an atmosphere of-stability. The
danger of formality is the tendency to establish rigid rules that could retard initiative, as well as make it
difficult for.the committee to function effectively. . '

The committee chairperson should be selected from the committee membership. This selection is a
critical step because much of the committee’s success will depend upon the committee chairperson.

r
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. The adminjstrator and committee chairperson, along with the director, must establish a system for
transmitting committee recommendations arid committee meeting minutes to appropriate committees
or administrators who 'Te empowered to act upon the recommendations. The action taken upon the

recommendations must be transmitted back to the comrhittee chairperson for dissemination to the
members. Reasons for rejecting or altering recommendations should be Provided in all cases. This
system helps to breed ideas and recommendations because they receive adequate_attention and are
responded to. - - - . )

There is no generally accepted policy regarding the number of meetings to be held during a given

period. Additionally, a committee may vary the number of meetings from a minimum required number.

The generally accepted minimum is one meeting per school year. However, the frequency of the

o meetings may often.vary due to the importance of issues being discussed, the short-rangg projects, or

the long-range projects. Scheduled or unscheduled meetings may be called by the committee chair-

_. person or administrator. However, remember that busy men and women should.not be called together

without justification. The administration or committee chairperon should prepare ‘an agenda well in

advance of any meeting, and the agenda and any materials to be reviewed by the members should be
included with the meeting announcement. ~ . . g

-~ Conclusions . . N

> The main pointtobe made about advisory.committees is that they are unique in their ability to provide
occupational information and labor market expertise to Help occupational administrators, faculty,

. students, employers, and the programs fulfill their objectives. *

An advisory Sommittee doesn't autolnatically guarantee a successful program, nagwill it follow that
the committee will function without problems and conflict. However, the college and faculty, realistically
prepared and aware of what such a lay group can contribute, will draw from the experience that whichis- -
necessary to build and maintain sound, high-quality occupational programs for our community.

* More important, if the program function does not match its potentiai, the individual student is denied
‘ the maximum amount of help that could, and should, be available to him or her—help that comes only
from the interaction of those who will educate and train and those who will hire him or her.

" . Seminole Gammunity College is thankful for the assistance, advice, and help givenr by those
members who have served and are presently serving on the various advisory committees.

Al
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Statement of Purposes (Charter)

-

The staiement of purposes, or cﬁarter, establishes

. the legal framework within which an. occupational

advisory committee is authorized to work. This gen-
eral statemént should be relatively short. The details
can be clarifiéd in a statement of organnzatxonal pro-
" cedures.

A well-prepar.ed statement of purf§pses, presented
in a professional manner, will ofteh have a strong
positive influence on the attitude of the administration
and the members of the board. A favorable attitude
toward the presentation may enhance the chances
for having the statement of purposes approved and,
thus, for obtaining permission to establish an occu-
pational advisory committee.

The board will ofter appreciate having the state-
ment of purposes written in such a manner that
it could be used as a resolution. The statement
should address itself to the anticipated concerns of
the board members. They should know what action
they are being asked to take and how this action may

.affect the board and the school er college.

The action being requested is to have the board
. officially authonize the establishment of a cdntinuing
occupational® advisory committee.- The boa}rd will
want to know the proposed name of the advisory
committee.

The board will waht assurances that'the advisory *

committee will not trespass upon its domain. The
bqard will need to have an idea of whett the advisory
committee m do and how.these functions may aid
the board, the institution, and the community.

Once convinced of the merits of having an occupa-
tional advisory committee, the board will usually be

'wﬂlmg to pledge its support. Howéver, mpst boards

16

also wish to reserve their right to termlnate the ad-
visory committee at any time.

The statement of purposes should-answer, in
broad terms, the questions and concems of the
board. Typically, an adequate statement of purposes
will be approximately one page inlength. An example,
of a statement of purposes (charter) for an occupa-
tlonal advisory.committee in a secondary school sys-
tem is shown in sample 2. With modification of the
terminology, it would be equally applicable to thé
postsecondary level.

3
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SAMPLE 2’

@ - STATEMENT OF PURPOSES (CHARTER)

- [y

. _ TheBoard of Education of . . "
a gnthis th day of 192 authorizes the establishment of a continuing committee to
' be known as The__°____ Occupational Advisory Committee. The committee is to be.
organized and operatéd undser procedures approved by this Board. N
_M The Board of Education reserves the right todissolveThe ________ Occupational Advisory

Committee at any time.for any reason. .oy .
Occupational Advisory Committee is not to be regarded as a substitute for any

v g The
/ other form of citizen participation in school affairs. Itis intended to stimulate and supplement othertypes™
of citizen participation. . .. , '
Thepurposeof The__ QOccupational Advisory Co>nmittee is to serve as an extension
of the Board of Education by providing advice and assistance to the Board and_____ teacher.
' The - Occupational Advisory Committee is expected to contribute to the improve-
‘mentof _

education provided by the school system by such functions as the following"
« Verifying the need for instruction in the occupation
Verifying the instructional &ntent *
« Providing the teacher with technical assistance
» Provigding service to the teacher and students
# = Providing service to the school and community y

By authorizing the establishmentof The Occupational Advisory Committee, The

Board of Education pledges complete-cooperation in the committee’s work. The
' Occupational Advisory Committée will be expected to operate within the guidelines setforth.
. . ' -‘ ‘ » )
- Statement of Organizational Procegﬁ;es 8 s Lt
Each step in the suggested procedures for orga-. " The statement of organizational proce%uwes

signed to prevent. pusunderstanding between the and the administrators. Most likely, the first concern
parties involved (1.¢., board members and adminis- will focus upon the question of membership on the
) trators, the teacher and administrators, advisory  proposed advisory committee. The statement should
committee members and the teacher). The board  clearly define the rules under which members will be
and the administrators will usually want to know what  selected (e.g., through the appointment and use of a
procedures will be followed in organizing the ad- selection committee), the types of individuals who
visory committee and under what rules the advisory will be nominated for membership, and the proce-
committee will operate. The statement of organiza- dure for appointing and replacing members,
tional procedures can be thought of as a part of a
constitution, or set of rules, governing the organiza- financing of the committee, the way in which the,

tion and operation of the advisory committee . committee will operate, the role of the committee in
A clearly written statement describing the rules - making public announcements, the responsibility
under which the advisory committee shall be orga-  of the advisory committee in,making reports to the
nized can serve as a base of reference for years to board) and the process whereby the statement of
come. The ‘occupational advisory oommmeésnould organizational procedures may be changed Each of
be a continuing committee, functioning as long as these concerns needs to be‘addressed Sample 3 1s
the instructional program remains in operation. As  an example of the farmat and content of a statement
‘ school personnel change and as advisory committee of organizational procedures for an advisory com-
,e/'. members change, this statement will ensure conti- mittee. -
nuity 1n the operation of the advisory committee. ) K

o . T
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nizng an occupat?al advisory committee is de-  should reflect the anticipated concerns of the board

in addition, questions may arise in regard to the




SAMPLE3 . - . ,

STATEMENT OF ORGANIZATIONAL PROCEDURES

. 7
Ea A. Membership - N .
1. The ., Oscupational Advisory Committee shall consist of * members. Members of
the advisory committee shall be selected from the adult population normally $erved by the
education program, and ex officio members will include ateacherinthe ______ *  edugation program, a
representative of the school administration, and a student. .- '
N 2 The members of the committee will be recommended to the board by a selection committee. The board

. B. Selecfion (Nomlnanng) mittee we

1.

2.

.3

. Agroup of personsshall be nomlnated\(° are representative of the school district. Factors to be considered
d

retains the night to disapprove individual nominations by the selection committee, but it will not appoint anqg

individuatwhoi i notgecommended by the selectlon committee.

A selection commi shall be named by the board for the purpose of reoommendlng members of the
advisory commntee to the board:

The members of the selection committee will be appﬁted for a three-year term. The board shall replace a
memper of the selection committee upon notification of the member's resignation from the committge. :
The selection committee shall consisyof’ members who are lay citizens residing in the local district and
represent the adult population served by the education program. Ex officio members shall be
appointed and will include a teacher in the education program, a representative of the school
administration, and’astudentinthe __ education program. »

. The potentialmembers recommended by the selection committee shallpossess the follbwmg characteristics.

a. Representative of the community
b. Knowledgeable of the occupation (trade, craﬁ)
c. Interested in high-quality educatlon .
d. Willing notto exploit their membership in the a |sory committes
e. Possessing certain persorial characteristics essential to the success of theé committee such as personal
integrity, responsibility, maturity of thought and action, and tolerance of varying points of view
. The selection committee will secure a list of nominees by contacting persons in all parts of the local d:stnct

andasking for nominations. The members of the seléction committee shall be eligible for nomination.

-

in the selection of nominees shallinctu

a. Representation of dxffere}ﬂ age groups > e N

b. Geographical disigbution in the local district

c. Representation of varying level$ ef educational attainment

d. Representation of varying civic and community organizations .

e. Representatmn of persons who have participated in the __ " education program or presently have
children in the program .

f. Representation of jninorty.groups and both sexes .

but not be limited to the foliowing: L

. No person is to be recommended for or barred from membership because of affiliation with any organization

or institution. Neither will a person be recommended for or barred from membership solely on the basis of
ethnic origin, race, religious affiliation, or sex. .

The selection committee shall nominate the number of persons needed, plus two alternates, and will submit
its nominations to the boarg. If the board members should choose to reject a nomingse, they may choose a
substltute from the altemates.

C. Term of Membership
. The original members of the advisory committee will serve for at least two years. The terms of the original

Jnembers willbe determined by lot. Onp-third of the members will serve for one additional year; one-third will
sepve for two additional years; and one-third will serve for three additional years.

. Persons appointed to cpfhplete an unexpired term of less than two years shall continue on the committee for

an additional full three-year term. »

. A member will serve one term and is ineligible for reappointment until one year has elapsed followung the

expiration of that term.

* The most successful advisory committees generally have from seven to nine members. With a smaller committee, so few members may be present at a

. meeting that the meeting will be ineffective. If the committee 18 too large, 1t becomes unwieldy, and it will be difficult to accomplish anything.

1Y




D. Fiscal Year ,
. The fiscal year of the advisory commuttee shall be from September 1 of each year through August 31 of the
following year.
l E. Finances ' ;

1. Theboard shall provnde for the proper and effective functlonmg otthe adwsory commuttee within the imits of
the board’s resources.

é. Meetmg facnmes secretanal services for duphcauon of minutes of meetmgs and .other offictal communica-
tions, matling expenses and other telated services shall be considered essential for the proper functioning of
the advisory committee.

- 3, A proposed annual budget request will be submmed by the advisory commuttee to the board for review and *
accéptance. -
) 4. Allfinancial activities associated with the functioning of the advisory commuttee shall be in accordance with
‘ ' the policies of the board and scheol. ‘
F. Rules of Operation
1. The advisory committee will prepare a set of operating guidelings within one year of its organization The
guidelines will be submitted to the board for review and approval. >
2. Problems may be submutied to the advnsory committee by the board and by any citizen or group In the
community, subject to the limitations in the original resolution of the board approving the formation of the
advisory committee. The advisory committee shall determine whnch prdblems it shall study. -

' G. Public Announcements

1. Advisory committee members are free to discuss school policies with any citizen of the community. Members
shall not report opinions expressed or stands taken by other committee members 10 meetings, nor shall they
report official actians of the advisory committee orboard untii such actions are cleared by the board.

, 2. The advisory committee shall observe all aspects of ap(prgpnate nght-to-know laws.

H. Loss of Membership . -

Any member of the advisory committee who is absent from three consecutive regularly scheduled meetings
without godd reason will be considered to have resigned from the advisory committee, and the advisory
' committee will notify the board in writing.

I. Reports to the Board
Each member of the board shall be matled or othenmse provided a copy of the minutes of each meeting of the
advisory committee. \

.

4
»

J. These organizational guidelines may be amended by the board at any tme it so desires. The board will inform
the advisory éommittee in wnting,of any changes approved by the board. Notification will 6ccur within thirty days
of the board actlon

® < | ‘ ‘
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Notification of Appointment

Before the selection committee submuts its list of
names to the board for approval, the proposed ad-

visory committee members should be contacted to |

determine their willingness to serve. You or a mem-
ber of the selection committee should talk to each
néminee, briefly describing the purpose of the cam-
mittee, its importance, and the contnbution he/she
can make. Theindividual, in turn, should be given an
opportunity to ask any questions he or she may have
about the committee and the specific responsibilities
of its members. The tone of the conversation should
be pleasant and persuasive, but not demanding
If the proposed member agrees to serve, he/she
should be told that an official appointment 1S neces-
sary and that a letter will be forthcoming.

You shoulg then provide leadership to ensure that
members of the advisory ‘committee are properly
notified of thetr appointment. The statement of proce-
dures for organizing the advisory committee—

.approved by the board of education or board of trus-

.tees—should spell out the procedure to be followed
in formally appointing members of the advisory com-
mittee. '

After the board has officially appointed the mem-
bers and ex officio members of the committee, an
official letter of appointment should be sent to each
individual, over the signature of a representative of,
the school (i.e., chairperson of the board, director
or dean of occupational education, superintendent,
principal, or president). You may wish to prepare a
suggested letter of appoistment and submit it to the
school administration for approval. .

The letter of appointment will influence each advi-
sory compttee member’s attitude. The letter should
be wntten in a professional manner and convey the
message that the board views this committee as

important to the maintenance and extension of high-

quality programs of education. Each advisory com-
mittee member should be made to feel important and
should be encouraged to actively participate in th

committee functions.

The letter usually jdentifies how the term of offige of
the newly formed advisory committee will be deter-
mined. A paragraph describing the importance of the
committee, including a plea foreachmember’s active

" participation, may be inciuded. A brief description of

PR

* the steps to be followed in orgamizing the committee

and how the members will be notified of the time,
place, and date of the first meeting should also be
included. : '

. A sample letter of appetntment for advisory com-
mittee members in a secondary school system Is
provided irr sample 4. Again, with modification, this
letter would be equally applicable to the postsecond-
ary levet.

20

The appointment of the'memb(ars and ex officio .

members to the occupational advisory committee
provides the basis for an important news release.
The school administration may wish to inform the
community about the purposes of the advisory com-
mittee and to give recognition to the newly appointed
members. You can assume leadership for this public
relations activity by drafting a news release and sub-

. mitting it to the administration for approval and

subsequent release to the news media. One caution.
The advisory committee members should be notified
of their appointment prior to releasing the news arti-

21
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‘ SAMPLE 4

Aruitoxt provided by Eic:

?

*ER OF APPOINTMENT

L &
n!~ L

- R

’foryourwillmgness to serveon this oommittee

plish-allthe &sihatare necessary in our dynamlo ‘and progressh/e

échobl District i$ pleased to inform you
Occupational Advisory Commit- '

cle. They should not first learn of their appointment
through the news media. .

Itis essential that the news release be prepared in
a professional manner. The release should contain
the following information: '

« Name of the president of the board or the ad-
ministrator announcing the appointment

+ Name of the school or administrative unit mak-
ing the appointment
« Name of the occupational advisory committee

+ Name of the members and ex officio members,
with their titles or professional positions

21
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- MY

I

e I: ESIgned bya representattve of

.the board. of education or ] ‘
school administration] ' .

-
»

« Brief description of the role of the advisory com-
mittee

Sample 5 is an example of a news release concern-
ing an advisory commiftee in a secondary school
system, which could be easily modified ftwg atthe

" postsecondary level.

The news media may desire to have a representa-
tive attend one or more meetings of the advisory
committee. You should check with the school ad- ¢
ministration to determine school policy regarding ap-
plicable right-to-know (“"Sunshine”) laws.

.
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SAMPLE 5

NEWS RELEASE = ©

S - OCCUPATIONALADVISOBY
- COMMITTEE FORMED

> -

Mr. John Jones, president of the Slgma Sohool Board of Education, announoed
the formatiop of-the - - Occupational Advisary Committee. Mr. Johes =~
sald, “The major ob]ecttve of this advisory committees tomaintain and improvethe
— " fducation" prdgram in-our- schqol district..We wish fo’ ensure:that
high-qualrty educatronal opportunities wiil be available'to all members in the com-
munity- whocanbeneﬁtfrom _ education.” .

The members of the - ) - Oocupational Advisory Commrttee areas
~ follows: List names, and trt!es if appropriate ]

The .advisory commiftee Witk rovide the Board of Education wrth advice-and

- assistance on matters’ ningtothe . instructional program. .
2! * Comniittee: membéts’ will work ‘closely’ with the .., tedcher,
: Mr./Ms. .~ ._,to'help ensure that the course offerings are rert to

the needs of both the students and the community. Through the committee mem-
. bers, all citizens of the district will have an additional communications link with the
- school. A

‘ " [Information unique to the local situation may be included here.]

L . 4

’

¢

/ For further information on organizing an occupational advisory committee, you
Optional may wish to read one or both of the following supplementary references:
Actrvrty Cochran et al., Advisory Committees in Action: An Educational/Occupa-
tionayCommuniry Partnership; and/or Riendeau, Advisory Committees for

Occupational Education: A Guide to Organization and Operation.

You may wish to arrange through your resource person to interview a voca-
tional instructor, administrator, and/or advisory committee member to discuss
: /’ o the organizing of an occupational advisory committee. At this meeting, you

couid do the followrng
l Optional o Discuss the functions and benefrts of an occupational advisory committee
Activity in your occupational specialty or service area.
\ ' « Examine and discuss written statements of rationale, purposes, and
~' procedures for committees with which these people are or have been
associated.
» Diseuss the procedures followed in organizing the committees with which
, these people are of have been associated.
)
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The following items check your comprehension of the material in the informa-
tion sheet, Organizing an Occupational Advisory Committee, pp. 6:-22. Each
of the four questions. requires g shojt essay-type response. Please respond
fully, but briefly.

"

SELF-CHECK

| 1. You are interviewing for a job as a vocational teacher at Westerfield Vocationa!l School. Ms. Sharp, the
head administrator, asks you, “What are your reasons for wanting to organize an occupational advisory
committee?” Whatis your answer? !

>
4

|
! : ¢ . )
b J \

2. Yourinterview was a success, you were hired by the Westertield Board. Now, as a new vocational teacher,
] you have been given the blessings of the board and the school administration to organize an occupational
) advisory committee. You have been asked to discuss your plans for organizing the advisory committee

with your department chairperson. How will you go about organizing the first advisory committee in your
occupational specialty or service area? ‘ - -

/\,
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3. Mr Jim Fuller, your department chairperson, seriously questions the need for having a written statement of
purposes (charter) for the occupational advisory committee. He also doubts that there Is a need for a
written statement of organization@r;rocedures. What are the major points you would present to Mr. Fuller
to convince him that both written statements are needed?

[}

)

4 During amesting of the state vocational association, a teacher from Lee Tech congratulated you for being
able to convince your board to allow you to organize an occupational advisory committee. The teacher
said that Lee’s board did not want any teacher to have an advisory committee because the board members
feel that teachers may use advisory committees as pressure groups to get what they want. What is wrong
with this concept of an occupational advisory committee? A

24
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Compare your wntten responses-to the self-check itenis with the model

Feedback

answers given below. Your re_spon‘ées need not exactly duplicate the model

. responses; however, you should have covered the same major points.

5 -

»

- MODEL ANSWERS

~ 1.

An occupational advisory committee 1sgspecially
important to a new teacher. The advisory com-
mittee can provide you with technical assistance
and service. Durning your first year on the job,
the advisory committee can help you become
acquainted with the community and key business
leaders.

The advisory committee will be able to assist you
In reviewing the need for your occupational in-

_structional program and in examining the content

of the program to ensure.that jnstruction is rele-
vant and the standards of student performance
are acceptable.

[
Once the advisory committee becomes estab-
lished and gains experience, it will be able to
provide services to the school,.community, and
students. You may wish to give examples of the
types of services that could be provided. '

The advisory committee will provide improved
communications between the school and the
community. The board will be able to make intelli-
gent decisions to ensure that relevant and effec-
tive vocational instruction will continue to ‘be
offered, based upon information provided by the
advisory committee. .

.. Your answer should reflect the following steps

to be fpllowed in organizing the.occupational

advisory committee: . .

» The present situation needs to be assessed.
You will need to knbw the proper chain of cgm-
mand to follow when submitting requests or
reports to the board. In this situation, you
already have approval to organize an occupa-
tional advisory: mittee. But, you will need to
determine what d@dvisory committees now exist
in the school or college and the relationships of
these committees tothe proposed occupational
advisory committee.

o Prepérations need to be made to ensure that the
advisory committee will be an official arm of the

-

3.

board. A writtert rationale (reasons) for having
the. advisory committee, a statement of pur-
poses (charter), and a statement of organ-
1zational procedures will need to be developed.
» Official permission to organize the occupational
advisory committee needs to be obtained from .
the boa:d The statements prepaged as part of
e previous step should be formally transmit-
Nedtothe board for consideration and approval.

«’Once the board authorizes the organization
of the occupational advisory committee, mem-
bers need to be nominated and appointed

' according to the procedures outlined in the
statement of organizational procedures.

The statement of purposes (charter) and the
statement of organizational procedures are need-
ed to prevent misunderstandings between the
board and the occupatipnal advisory committee.
The statement of purposes establishes the ad-
visory committee as a legal arm of the board and
defines the general framework within which the

,advisory committee will operate.

The statement of organizational procedures out-
lines the set of rules governing the organization
and operation of the advisory comrittee. These
are the rules that assure the board that the ad-
visory committee will operate in accordance with
the policies of the board, in an advisory capacity to
the board. They also hg’1p to ensure continuity iy
the operation of the advisory 'oommitteqfrom year
to year.

4. The teacher (and board) apparently do not under-

stand that a properly orgamzed occupational ad-
visory committee is not a “teacher’s” committee.
Of course, the advisory committee will provide
service and assistance to the teacher and often
advise the teacher regarding the instructional pro-
gram. But, the advisory committee is an arm’of the
board and is responsible to the board, not to the

teacher.

x

Level of Performance: Your written responses to the self-check items should have covered the same major
points as the model answers. If you missed some points or have questions about any additional points you
made, review the material in the information sheet, Organizing an Qccupational Advisory Committee,
pp. 6—-22, or check with yourtesource person if necessary.

>
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. 7
® | Learning-Experience |I

OVERVIEW

.

Enabling . leen several mse situations- mvojvmg typical vocational-technical program
Objective settings; assess each situation and indicate the steps that should be taken in
. organizlng or. reorganizmg an oocupatlonal advisory eommittee

i<

'

’ ‘NOTE. The next {we items involve assessing and plannlng in writing for

“ three case sxtuahons. If-you prefer, you may work with peers in discussing
e - and p!anmng formecases:tuatnons

Activity o
. e w.'ty - I You wlll b&readng the Case Situations, pp. 28-30 assessmg each specific
L - sMatiot;,_uand ind icating the-steps to be taken,in organizing or reorganizing an
AN advisoryxcommittee in each situation. - .

-

e

‘ You wﬂl be evaluating your oompetency in determining the tepstobe takenin
organizing or reorganizing an advisory committee by comparing your .com-
pleted responses with the Mode! Assessment, pp. 31-32. N

Y ' L




NOTE The fonowmg activities involve assessing and planning in writing for

three case sltuations. If you prefer, you may work with peers in discussing

> . and planning for the situations described.
‘ Thefollowing case situations involve three different, but typical, situations °any
Activity one of which a teacher may face when organizing or reorganizing an Q%:I
pational advisory committee. Each of the case situations is followed by'so
1 key questions relative to assessing and planning for that particular situation.

Read each of the situations and then respond in writing to the questions that

follow it.

CASE SITUATIONS
Case Situation 1:

Rldgewood Vocational-Technical Center is locat-
ed in a medium-sized city and offers ajcomprehen-
sive program of vocational training. There are no
school-sponsored advisory committees operating at
the present time. The last advisory committee was
disbanded three years ago when a new director was
hired. Prior to that time, several school-sponsored
advisory committees had been established and were
operating. The minutes of the board indicate thata
number of confrontations involving the advisory com-
mittee and the board had occurred. However, ‘the
chairperson of the trade and indusfrial department
encourages teachers to work closely with individual
business persons in the community.

”:‘»\s T

“ 1

Marion Marshel has accepted a position in the
trade and industrial ‘"department at Rldgewood@nd
will be responsible for one of the programs in the
department. Marion is not familiar with the com-
munity or the people in the community. The previous
teacher has retired and now lives in another state.

. The upgrading of the occupational program has beén

identified by Marion as a priority for the first year.
Marion intends to establish an occupational advisory
committee to help evaluate the program and make
recommendations for change.

lf you w"“\lMarion, Whatgen» tt)ﬁl gald your: eXpectcthe,memberSz f thIs boardio possess.
o ncéupational advis ?%ﬁalrgbﬁonwouldyouexpectng of
L -a, al

the;
1 advisory comm:ttee
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- Case Situation 2:

, o

Stern Community College is located in a large city
and offers a wide selection of occypational programs.
Several instructors have advisory committees that
assist with curriculum review, acquisition of equip-
ment, and placement of graduates. The minutes of
the board of trustees do not indicate the presence of
" an official policy regarding the establishment of ad-
visory commiittees. The minutes do indicate, how-
ever, that the board appreciates the contributions
that citizens have made through the occupational
advisory committees. . s

Lee Lesley has accepted a position as an instruc-

« -

tor for one technical program at Stem Community

College. The dean of occupational education has
informed Leé that three years ago the former instruc-
tor had received permission to establish an advisory
committee. However, Lee cannot find any records
pertaining to the establishment or organization of the
advisory committee.No records of who was appoint-
ed to the commitfee or of committee meetings can be
found. Lee has talked with other instructors and with
several citizens and has found that no one really
remembers who was on the advisory committee. Lee
has. atterppted to contact the former ipstructor but
has had no response. Lee desires to have an operat-
ing occupational advisory commitiee.




(>
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Case Situation 3: o

Fairfield Tech is a small school located in a rural
area. The school offers "only two vocational pro-
grams and employs one teacher in each program.
The board has appointed one occupational advisory
committee, and the minutes of the board show that
the committee has made several recommendations
that were accepted and implemented in the school.
The board minutes indicate a second occupational
advisory group has been working with one of the
, teachers on aninformal basis.

jignal teacher for one vocational grea at Fairfield

. Merle Mansfield hds been employed as the voca-

Tech. Merle has learned that an informal occupa-

tional advisory committee had been working with the
previous teacher. There is a good record of the ae-
tivities of this advisory group, and a list of members is
on file in the teacher's office. While the records indi-
cate that the committee has been active, the minutes
of the group’s meetings identify a concemn that the
board has not requested recommendations from the
group Merlé Mansfield is eager to maintain the exist-
ing advisory group and to strengthen the linkage
between the group and the board.

Q
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Compare your written responses to the case situations with the model assess-

Feedback
2

ment given below. Your responses need not pgxactly duplicate the model
responses; however, you should have covered the same major points.

Y
I

' MODEL ASSESSMENT

Case Situaiion 1:

The attitude of the members of the board toward"
' establishing an occupational agvisory committee
would likely be negative. The board has had some
bad experiences when it comes to working with ad-
visory committees.

The director of the oenter would also most likely

say no to any request for permission to establish an

* occupational advisory committee. The record shows

that no advisory committees havé been established

during the three years the director has been at Ridge-
.wood .

. Maflion should not ask for permission to organize
an occupational advisSry committee at this time. if
Marion asks and receives a no, or even a polite but
qualified yes—maybe, it will be difficult, if not impos-
sible, to establish an advisory committee at Ridge-
wood because of the past conflicts with the board.

i It Marion wishes to organize an occupatioral ad-

visory committee, the request should be postpened.

< Allis not owever. Marion should consider w ys

in which the attitude of the. members of the board and

director may be changed, so there will be suppogt for
organizing an advisory committee in the future.

Perhaps after Marion becomes better known in the

, school and community and is able to explain to peo-
ple the reasons for having an advisory committee, as.

' well as how a committee would be organized and
- operated, the attitudinal barrier might be lowered.
. One thing Marion could do during'the first year is talk,

on an informal basis, with individual members of the

board and school administration to determine why

they are not in favor of having a school-sponsored
citizen’s advisory committee. Marion should be care-

ful aboyt coming on too strong at this time. The
changing of attitudes may take several monthé—or

even several years.

Since the department chairperson encourages

teachers to work closely with representatives of busi-

! ness and industry on an individual basis, Marioh

' should be able to qbtain help from people during the

first year on an informal basis. Marion may have to

» use this technique in lieu of a more formal advisory
committee for quite some time.

P N
y g

- Case Situation 2:

The members of the board of trusteeg would likely
support the establishment and operation of an occu-
pational advisory committee. There are advisory
committees in operation, helping teachers maintain
and improve their instructional programs. However,
Lee should anticipate that the board members may
lack an ungerstanding of the suggested procedures
for organizing and operating an advisory committee.

Lee probably should ask the college administration
and board for permission t6 gissolve any egisting
advisory committee for the program. No members of
an existing committeé can be identified, and there is
no indication thata committee did, in fact, ever meet.

Regardless of whether the decision was to reorga-
nize or to dissolve an existing occupational advisory
committee,. Lee should follow the standard proce-
dures for organizing and operating an advisory com-
mittee. If the decision was to reorganize an existing
committee, Lee would likely use several citizens,
who “remembered something” about the existing
committee, as membeérs of an informal ad hoc com-
mittee to discuss the need for an occupational advi-
sory committee. A representative from the adminis-
tration should be part of this ad hoc committee.

Lee should outline the need for develpping a state-
ment of purposes (charter) and a statement of

_organizational procedures for board of trustees’

approval, to ensure that the advisory committee will
become active and will function on a continuing
basis. Lee should then assist the ad hoc commiittee in
carrying out the approved steps for organlzmg and
opera;tig an advisory committee.

Shduld Lee decide to dissolve the existing commit-
tee, it would be appropriate to ask the board to note
this action in the board minutes. Then, Lee should
“follow the standard procedures for organizing and
operating an occupational advisory oommlttee

Case Situation 3: \

The board and school administration can be ex-
pected to look favorably upon the establishment and
operation of an occupational advisory committee.
One formal school-sponsored advisory committee is




*

functioning at Fairfield Tech, and the minutes'bg:e
board indicate that there is some effective gommuni-
cation betweén the board and the commyi

Merle should take the necessary stefis to have the
occupational advisory group “chartered™as a school-
sponsored committee by the board. A set of organi-

¢
zational procedures designed to ensure the continu-
ation of the committee should be submitted to the
board for approval. The existing_ advisory group

should be involved in developing the charter and"

the organizational procedures. This formal linkage
between the board and committee should result in
improved communication.

Level of Performance: Your written responses to the case situations should havegox/ered the same major

points as the model responses. If you missed some points or have questions abou

ny additional points you

made, review thematenial in the information sheet, Organizing an Occupational Advisory Committee,

pp. 6—22, or check with your resource person if necessary.
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® Learning Experience I

FINAL EXI:ERIENCE

) S
' .
Tergynal While: workmg 1n an actual. teaching situation,” organize an occupattonhl
Objsétive © advisory. oommlttee.
T ‘ . : . . . .
o As you- fulﬁll your teaching du’aes, organize (or reorganize) an occupational

* ‘advisory ¢ oommlttee. This willinclude—
-fassessing the: scﬁool’s past experiences with advisory committees
- T e tdetermfning whetheran ddvisory committee already exists for your occu-
pational: areatand. if ohe does exist, determining its status (e.g., is it
operahonal?) ,
« developing a wntten plan llning the organizational $teps you plan to
take-to: establlsh a committee or to revitalize (reorganize) an existing

Activity . committee,
0 <« submitting this plan'to your resource person for his/her review beforeyou
““‘"““ : -t - -tgke any fuithersteps

. obtainmg permlssion from the appropriate school administrators (1) to
organize an occupational advisory committee or (2) if a committee
already éexists, to determine and assess the procedures followed in

. organizing the committee and, if necessary, to reorgamze the committee

' : tooonectanydeﬂciencles

e organizing (of reorganlzing) the occupahonal advnsory commitee

Py

NOTE:Dueto the nature ofthis experience, you willneedto have accesstoan * |
actual teaching situation ove: an extended penod oftime.. -

As you complete each of the ‘above actlvltggs, document your actions (in
writing, ontape, through alog).for assessment purposes.

*For a definition of “actual teaching stuation,” see the inside back cover /
“
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A

TEACHER PERFORMANCE ASSESSMENT FORM

Organize an @ccupational Advisory Committee (A—4) ,

Directions: Indicate the level of the teacher’'s accomplishment by placing an X

in the appropriate box under the LEVEL OF PERFORMANCE heading. If,
because of special circumstances, a performance component was not appli-

Date

cable, or impossible to executd, place an X in the N/A box. NOTE: Before
completingsthe form, check the box(es) beside the bold-faced stem(s) below

‘Resource Person

that most closely describe the ac’uvmes completed by the teacher.

- LEVEL OF PERFORMANCE
. £
Q A kod
N & Y N o
S &f & &P
)
D in organizing an occupational advisory comniltiee, the : .
teacher: ] \ !
In assessing the procedures followed In organizing an ;
existing committee, the teacher identifled any ’

deficiencies by determlnlng whether the organlzer .
had:

D In reorganizing an existing commmee,xtea'cher

identified the chain of command in the school system or '

institution

-

S

1.

. determined the procedures to be followed when submit-
ting a request to the board of education or trustees ...

. ‘ed with school administrators, teachers, and mem-
bers of the community to discover the history and status
of advisory committees in the school or institution . ...

-

<

. determined what other educational advisory committees
exist in the school, community, and state

informed the administrator that organizing an advisory '
committee wasbeingconsidered ......................
prepared a written statement of the rationale for having the
advisorycommittee .. ......... ... i
prepared oK assisted in the preparation of a written state-
ment of purposes (charter) that: .

a. isclearandconcise .................. ..ot U

-

givesthe nameofthecommittee . ...................
includes assurances that the committee will not trespass
on the board's domain

0 IZI'IZI"NIZ'II o000 Og

defines the purpose and function of the committee .. ..
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. 8. prepared or assisted in the preparatlon of a statement of
organlzatlonal procedyre that:
a. isclearlywritten ... .. ......... ... ... .0 il D D D D

b. defines the rules under which members will be selected,
the types of individuals who will be nominated, the size '
of the committee, and the procedure for appointing and
replacingmembers ...............................

c. defines the fiscal year ofthe committee .............. D
‘ ..
d. indicates how the committee will be financed ......... D

e. defines how the rules of operauon of the committee will
beestablished ............... L—._l

ANNOUNCEMENS . ™. .. oo

g. defines the responsibility of the committee in making
reportstotheboard ..................... ... ...... D

h. defines the process whereby the organlzatlonal proce-
duresmaybechanged ....................... .0, D

9. obtained:permission to organize the committee by: .
a. submitting, through proper channels, a written request
totheboard............... i D

]
]
]
]
f. defines the role of the committee in making pubhc D D
]
]
[

. b. attaching statements of rationale, purposes, and organi- ' )
zational proceduresto therequest .................. D [:] D D

{ 10. prepared a suggested letter of appointment and submitted -
- it, through proper channels, to.tha school administration for I:]
approval #

E R R I R o v n
.
[

) 11. drafted a news release and submitted it, through proper \HD
e ! channels, t'the administration forapprpval ............. D D D
, 12. made certain that ittee members were officially

notified of their ap t prior to releasing the news ‘ '
el ot thelr appalmant p or to rloasing the nows O o0Ooo

“ Level of Performance: A'II items must receive N/A, GOOD, or EXCELLENT responses. If any item receives
a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine what
addltional activities the teacher needs to complete in order to reach competency in the weak area(s).

-~ e
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® ABOUT USING THE NATIONAL CENTER’S

PBTE MODULES

Organization

Each module s des:ghed to help you gain competency in a
particular skill area considered important to teaching suc-
cess. A module is made up of a series of leaming experi-
ences, some pmvndmg background information, some pro-
viding practice experiences, and others combining these
two functions. Completing these experiences should en-
able you to achievé the terminal objective in the final
learning expenence. The final expenence in each module
always requires you to demonstrate the skill in an actual
teaching situation when you are an intem, a student teach-
er, an inservice teaciver, or occupational trainer.

Procedures

Modules are désigned to allow you to individualize your -

teacher education program. You need to take only those
modulés covering skills that you do not already possess.

.Similarly, you need not complete any leaming experience

within a module if you already have the skill needed to
complete . Therefore, before taking any module, you
should carefully review (1) the introduction, (2) the objec-
tives listed on p. 4, (3) the overviews preceding each leamn-
ing experience, and (4) the final experience. After compar-
ing your present needs and competencies with the informa-
tion you have read.in these sections, you should be ready to
make one of the following decisions:

e That you do not have the competencies indicated and
should complete the entire module

e Thatyou are competentin one or more of the enabling
objectives leadingto the final learning experienge and,
thus, can omit those leaming experiences

¢ That you are already competent in this area and are
ready to complete the final leaming experience in
order to “test out”

¢ That the module is inappropriate to your needs Frxt this
time

ence and have access to an actual teaching situation,
make the necessary arrangements with your resource

son. If you do not complete the final experience success-
fully, meet with your resource person and arrange to (1)
repeat The experience or (2) complete (or review) previous
sections of the module or other related activities suggested
by your resource person before attempting to repeat the
final experience. )
Options for recychng are also available in gach of the
learning experiences preceding the final experience. Any
time you do not meet the minimum level of performance
required to meet an objective, you and your resource per-
son may meet to select activities to help you reach compe-
tency. This could involve (1) completing parts of the module
previously 8kipped, (2) repeating activities, (3) reading sup-
plementary resources or completing additional activities
stiggested by the resource person, (4) designing your awn
learning experience, or (5) completing some other activity
suggested by you or your resource person.

\ P
When you are ready to complete the final leaming expen-~

Terminology

Actual Teaching Situation: A situation in which you are
actually working with and responsible for teaching sec-
ondary or postsecondary vocational students or other oc-
cupatlonal trainees. An intern, a student teacher, an in-
service teacher, or other occupational trainer would be
functioning n an actual teaching situation. If you do not
have access to an actual teaching situation when you are
taking the modutle, you can complete the module up to the
final learning experience. You would then complete’the
final learming experience later (i.e., when you have access
to an actual teaching situation).

Alternate Activity or Feedback: An item thatmay substi-
tute for required items that, due to Bpecial circumstances,
you are unable to complete.

Occupational Specialty: A spefific area of preparation
within a vocational service area (e.g., the service area
Trade and Industrial Education includes occupational spe-
cialties such as automobile mechanics, welding, and elec-
tricity.

Optional Activity or Feedback: An item that is not re-
quired but that is designed to supplement and enrich the
required items in a learning experience.

Resource Person: The person in charge of your educa-
tional program (e.g., the professor, instructor, administrator,
instructional supervisor, cooperating/supervising/class-
room teacher, or training supervisor who is guiding you in
completing this module).

Student: The person who Is receiving occupational in-
struction in a secondary, postsecondary, or other training
program.

Vocational Service Area: A major vocational field: agn-
cultural education, business and office education, market-
ing and distributive education, health occupations educa-
tian, home economics education, industrial arts education,
technical education, or trade and industrial education.
You or the Teacher/Instructor: The person who is com-
pleting the module. ;

sLevels of Performance for Final Assessment
N/A: The criterion' was not met because it was not appli-

. Qcable to the situation.

None: No attempt was made to meet the criterion, al-
though it was relevant.

Poor: The teacher is unable to perform this skill or has only
very limited ability to.performiit.

Fair: The teacher is unable to perform this Sklll In an ac-
ceptable manner but has some ability to performit. .
Good: The teacher is able to perform this skill in an effec-
tive manner. 2

Excellent: The teacher is ableto perform th|s skillin avery
effective manner.

-
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Opportundties Materlals
F-8 wmhwwmam&mﬁm Resource Person Guide to Using Performance-Based Teacher Education Materials ;
Guide 10 the implementation of Performance-Based Teacher Education T
. Performance-Based Teacher Education: The State ofthe Art, General Education and
P + Vocational Education

p

For information ngardlng availability and prices of these mntqﬂlls,conuct—MVlM;Amorican Anoclltlon for Vocatlonll instructional oo
Materials, 120 Driftmier Engineering Center, Unlvmlty of Georgla, Athens, Georgla 30602, (404) 542-2586 . :

i

» . i
Titles of the National Center's Performance-Based Teacher Education Modules '
~
Olmyh. Program Planning, Development, and Evalustion - Category G: School-Community Relations ‘
Pnpnbqunuﬂty!vm G-1 Develop e School-Community Relatons Plan for Your Vocational Program
A—z Conduct a Communty Survey i G-2  Give Presentations to Promote Your Vocational Program o
A3 Repgghe Findings of a Comnunily Survey G-3 DwoprroehumbPromo(nYonaﬂonalPromm - 4 J
A4 Organize an Occupational Advisory Committes G-4  Prapare Displays o Promots Your Vocational Program
- A-5  Maintain an Occupational Advisory Committes G-5  Prepare News Releases and Asticles Concerming Your Vocations! Program *
'Ze A6 Develop Program Goals and Objectives ¢ G-8 Mwmtumwmmmmmvwvmm
A-7 Conduct an Occupational Analysls Program
A-8  DevelopaCourse ol Study G=7  Conduct an Open House
A8 DavelopLong-Range Program Plans N G-8 WorkmmMcmbmofmoc«nmuw +
A-10 ° Conduct a Student Follow-Up Study G-9  Work with State and Local Educators ¢
.- A=tt  Evaluaie Your Vocaonal Program G-10 ODMFWMYWVWPW - .
' Category B: instructional Planning . Category H: Vocstional Student Organization B IS
8-1  Determing Needs and interests of Students - H-1 Develop a Personal Philosophy C: ing Vocational Student 4’; }
8-2  Develop Sudent Performance Objectives . thegy !
B-3 Devsiop aUnd of Instruction ‘ " H-2 Establish a Vocational Student Organization - " N
B-4  Develop alessonPlan H-3  Prepare Vocabonal Student Organization Members for Leadership Roles
B-5  Select Student tnstructional Materials H-4  Assist Vocational Student Organization Members in Developing and
88  Prepare Teacher-Made Instructonal Materials - s Financing 8 YufydProgmnowavmoa .
N Supervise Activites of the Vocational Student Organization s
Category C: Instructional Execution H-6  Guide Pasicipationin Vocatonsl Student Organization Contasts
82, Wc‘mmmaem"ﬁ”,pmm ssions, Panel Discussions, and Sy Category: Professional Role and Development :
C-3  Employ Brainstonming, Buzz Group, and Question Box Techniques 1 Keép Upio Date Professionally
C~4 Direct Students in Instructing Other Stuglents . 2 -~ Serve Yow Teaching Profession
C-5  Employ Simulation Tachniques . -3 Develop an Active P | Philosophy of Edu
C-8  Guide Student Study ’ -4 Serve the Schoot and Communty -
C-7  Dwct Student Laboratory Experience . - -5 Obtaun a Sutable Teaching Position .
C-8  Direct Students i Applying Problem-Solving Techniques -6 Provide Laboratpry Experh for Prosp Teach
C-9 *  Employ the Project Method (=4 Pllnmtsmdont'l'ud\m&poﬂm
g:no introduce 3 Lesson - -8 Supervise Student Teachers
c—:; SE,W""'"‘M*' 'om,g""""m Category J: Coordination of Cooperative Education
C-13  Employ Relnforcement Techniques J-1 Establlsh Gucdeﬁnos for Your Coopomive Vocational Program
C-14  Provide Instruction for Slower and More Capable Learners -2 the A T ndT of Co-Op Students
£-15  Presentan tlustrated Tak 4-3  Enroil Studentsin Your Co-Op Program
C-16  Demmonstrate a Manpulative Siilt J-4 Secure Training Stations for Your Co-Op Program
C-17  Demonstrate a Concept or Pnnciple J=5 Place Co-Op Students on the Job
C-18  Individuakze instruction . . J-8 Develop the Training Ability of On-the~Job Instruétors
<HC~19  Employthe-Team Teaching Approach J=7  Coordinate On-the-Job Instruction
C-20  Use Subject Matter Experts o Present Information J-8  Evaiuate Co-Op Students’ On-the-Job Performance
. C-21  Prepare Bulletin Boards and Exhibits J-9  Prepare for Students’ Related Instructon R <
C-22  Presentinformation with Modets, Real Objects, and Flannel Boards «J-10  Supervise an Employer-Employoe Appreciaton Event
cc:zz‘a Pmml '"'"'W“m" m"ﬁgm"""’dﬁ%o“q"'wm Category K: implementing Competency-Based Education (CBE) °
C-25  Prasant information with Films P K~-1 Prepare Yoursetf for CBE ’
C-26  Present Information with Audio Recordings K-2  Organize the Content for a CBE Program
C-27  Present information with Televised and Videotaped Materia K-3 Organize Your Class and Lab to Instak CBE
C-28  Employ Programmed instructon K-4  Provide instructional Materials for CBE
C-29  Present information with the Chalkboard and Flip Chart . K-5 MmqoﬂuDWHouﬂmotYoulcoE Program
C-30  Provide for Students‘Learning Styles K-6  Guide Your Students Through the CBE Program
Category D: instructiona! Evaluation CategoryL: Serving Students with Special/Exceptional Needs
&; Establish Student Performance Criteria L-1 Propar-vou[r;emos.m&copﬁowsmdoms ¢
Assess Student Perormance. Kngwiedge -2 Kdentify and Diagnose Exceptional Students
D-3  Assess Student Perormance; Altitudes L-3 Plan-Instruction for Exceptional Students
D4 Asoess Student Perdormance: Slol\ . . L-4 Provide Appropriate | Materials for Exceptional Students
D5 Determine Student Grades } L-5 Modify the Leaming Exceptional Students
b-6 Evaluate Your Instructional Efectivensss * =6 Promote Peer Students
Category E: h‘?’"mm . t:z mmtmw'r Needs of Exceptional Students
E-1  Projectnsructional Resource Needs L-9 . Assessthe Progress of Exceptional ts -
j €2 Mmagon&.ldmﬂngmﬂopomg Responsiviites - L-10 * Counsel Exceptional ts with Personal-Social Problems
[ « E-3 Arrange for InprmtdYaxVoudomlFlaum -1 muammmmnmmmmmsuu
. E-4  Maintain a Filing System \ L-12 spare Exceptional Students for Employabiity
; E-5 Provide for Student Safety L-13 Pranot-Yonuﬂonal Program with Exoopﬁondsmm
g E:g m&%&m CltogoryM) Assisting §tudontsln improving Thelr Basic Skilis
| * E-8  Organize the Vocational Laboratory v M-1  Assist Students In Achleving Basic Reacing Sklls
| E-8  Managethe V Laboratory | M-2,  Assist Studentsin Technical Readng Skills
E-10 wmammw M3 | m:m:lmmmwwmr Skils
| . . ) - Assist improving Their > ation Skils .
- CategoryF: Guidance Rk ! . Assist Studentsin improving Their Math Skits -
| n F2 mwmwm el e n Jrelr Suvnarsds -
o mmwmmm RELATED PUBLICATIONS ¢
. v F4  Provide Information on Educational and T Student Guide to Using Pdtiormance-Based Teacher Education
|
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